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Agenda

e Campus Walk-in Scheduler

= Navigation to Campus Walk-in Scheduler
=  Anatomy of Campus Walk-in Scheduler

= Scheduling process

= Reports

 Campus Counseling Module
= What is Campus Counseling?
= Getting started
=  Anatomy of Campus Counseling
= Brainstorming possible uses

S$51304-1, SS1304-2




Walk-in Scheduler Navigation

Search for student Click Schedule Click Walk-in
and select them tab Scheduler

Index Searc a |ken Tiffany M
e 08 #1154 DOGB:05M0/11992 Ge
Fees | ClLockers | Ath

__—_[]Sumnlarv| Enrollments|

Table - Group by

Term Quarter 1 erm Quarter 2 erm Quarter 3 Term Quarter 4
(08122107 -10126/0T) (1 0/20/07-01111/08) (n1f14m413.'2nmm (03/26/08-05/23108)

1016071-1 Day 1 Scenario 1 J0004-1 English 9
Brunn 1

30003-1 English 9-A
Brunn

10160721 Day 1 Scenario 2 31032-3 Physical Science B
gradebook01, BIE Lad 1
Ri

31031-3 Physical Science A
Lad 1

35801-258 Home Room

Gourneau, J
HR R
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Anatomy of Walk-in Scheduler

Search icon Requests window
Help text When clicked right-hand window Toggles to section search
toggles to section search

Year | 0f-08 v || School Turtle Mountain High School | Cafendar THMCHS 07-08

Index | Sear Help Aiken, 'I'|ffany M
Grade:08 #1154 DOB:05(10/1992 GenderF
Viewing thefStudent’s @ Fees | é Lockers | Athletics | E, AWyioc Reports | Waiver | NASIS | _aStudent Permissions: | _aCheck Qut Info | _3FERPA | = 506 | Records Transfer |

Schedule - s
J_!Summar\(l Enmllmenisl ﬁs:heﬂule | '{Il\'AttendanceI Prngramsl [fGrades | Transcript | Credit Summar\(l Assessment | iBehav’mr | @Transpnrtat’m

Table - Group by Course (All Terms) | oach B Grades Summary Print OR| Choose a report option v ﬁWalk—in Scheduler
[ Load [ Unload [ End [4' Resf fad Save Regs X CleaNglegs [ Get Sched Regs

The Schedule tab provides a Effective Date ["a| Terms 1lvlzlvlalv]a T | Requested
view for all of the students : - Units: (26/32)
Ml N | Guorie s Guorier2  Guariers | Quarters @ Courmet | [Coureo ame (5t Tave. |Lock
in a specific calendar. 10180711 10180711 30004-1 30004-1 Englizh 9-4 1
Day 1 Scenario1 |Day 1 Scenaric 1  |English 9-B Englizh 9-B @/ 30003 ngls R|v
The =chedule tab shows the

Englizh 9-B 1

course name and course 200021 300021 30004 R
number, as well as the English 9-A English -4
section number. Users can

10180721 101807241 31032-3 31032-3

alzo zee the section teacher . . 3 . - .
and the room number. Users Day 1 Scenario 2 |Day 1 Scenaric 2 |Physical Science B |Physical Science B

can make changes to the
schedule using the Walk-In
Scheduler tool.

=]

30504 Reading/Study |8 R
Skille

31031 Physical
Science A

31032 Physzical
Science B

3021-3 31031-3

Phyzical Science A|Physical Science A

35801-258 35801-258 35801-258 35801-258
Courses that have been Home Room Home Room Home Room Home Room

EEEES t‘:i' zgsf;er ‘_'F;; g;t':te 10180731 10180731 305048 305048

will also appear ff the student Day 1 Scenario 3 |Day 1 Scenaric 3  |Reading/Study Skille | Reading/Study Skills
began the class after the
beginning of the term. Open
clazs periods will appear with
the word EMPTY. 32058 22058 32803-2 32803-2
Geography A Geography A Fitness for Life Fitness for Life

Scredi o5 e ncepend néepend --
schedule i a view-only P deoen

Ind dent Study |Ind dent Stud
screen. Changes are made by neependent =udy |neependent siudy

c

31571 Pre Algebra A

3572 Pre Algebra B

I o o o o

32059 Geography A

32501 Phyzical
Education

12702 Drivers
Education

32801 Health

Alinlrimo mm Hhm Rl 7 2702

B e 8 8 e e e B 8 @

og| o

35803 Independent

<

Done
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Anatomy of Walk-in Scheduler

Creates requests
Removes all saved requests from student’s

current schedule

] save Regs 3 Clear Regs [ 4 Get Sched Regs

Blocks

Requested Units: (14/80) Requ'esfje:/fB':?Cks
required to fi

m—mmm schedlule

@) 0503 Child
Development 1

Triggers manual @ |os0s Interior Diezign
placement & Housing
@| 1007 Englizh 9-1
@||1008 Englizh §-2 . Type-
R- Required
@| 1103 Painting | : E- Elective
@ 1110 Art of _ A- Alternate

Photography
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Anatomy of Walk-in Scheduler

Clicking search icon produces this
view in right-hand window

Course Number
Course Name
Department
Team

Teacher

Term

Period

Schedule

[ Search |
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Anatomy of Walk-in Scheduler

. Unloads all sections Drops all cl R r rches for ion

Load sections based on o s . f psaffcat'.sses e:t:; eis S<fea ches fo §ecto s
. except locke ran iv r in
request, will not load .p or an effective schedule o co.u. ses.us. g
sections date based on an specific criteria

alternate request .
effective date

- Group by Courze (pdf Terms) ~
Ef | oad E[' Unload H End H Hestore '3, Search

Effective Date o] Terms [v]4 [v]2[v]3[v]4

 Quartert | Quarterz | Quamers Quarters

10160711 10168071-1 30004-1 30004-1
Day 1 Scenario 1 |Day 1 Scenaric 1 |Englizh 9-B Englizh 9-B

Phy=ical Science B |Phys=ical Science B
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Process

* Loading Requests
= Enter by course number or
= Use Request Wizard, then
= Load in requests

* Fill empty time slots
= (Click © on courses that didn’t load to see when offered

* Notice manual mode: add/replace/drop add options

= Click EMPTY to see courses available during open times or search for specific
courses
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Loading Requests

Load

Save Enter request

Mip by Course (Al Terms) [l u_J' Back to Grades Summary (= Frint OR| Choose a repo P : o Al
Unicad [ End [ Restore E! : — Save Reg; lar Regs [ Get Schied Reas

Requested
- Units: (26/32)

arin 1 I:Ia‘;' 1 ario 1 EI'IJ"‘= } E”J""h 5B e 1
—— Englizh 8-B

ading/Study
Skillz

Jgebra A

Pre Algebra B

]
[]
Ol
L
Ll
Ol
L
L

Geography A

for Life i for Life
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Filling Empty Time Slots

e Clicking " icon next to course displays sections in 3 possible colors
= Yellow- Section is already scheduled
Section is available to be scheduled
Section is full

Requested
Units: (26/32)

tion using th |
) 2 £ ME E:
Manual Mode | Add ! ATUELLE 00 Englizh 9-A

Englizh 9-B

Independent
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Filling Empty Time Slots

e Clicking on one of the colored
boxes schedules the student in
one of three manual modes

= Add: Section added to schedule e O
* Will allow more than one class
in a period
= Replace: Existing section in period is
replaced

e Use only if the student never
attended the other section

= Drop & Add: Existing section end
dated and new section added

* Requires effective date to be
entered

* The effective date is start
date/drop date

Pre Algebra B Pre Algebra B
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Filling Empty Time Slots

e Click EMPTY to search available courses

e Search displays sections with
= seats taken
= teacher name
" meeting terms

= Periods

- SC h ed u | es Course Number

= number of students with locked IEP Course Name

Department

Team

e (Classes in are full

= Can be overloaded if user has rights Term

Period

Teacher

 C(Click on a course to add Schedule

e Click Student Request to return to request
list 20047 (21726) .
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Walk-in Scheduler Reports

e Teacher schedules
e Student schedules
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What is the Campus Counseling Tool?

e Simple method of giving counselors a way to track students
= Track conversations and meetings
= Assemble teams
® Produce documents to share with a team
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Getting Started

* Counselors need
= Tool rights access
 Optional
= System administrator to load form(s)

= A team willing to collaborate

e Start small
= QOne student
= Contact Log
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Technical Requirements

For school counselor
= Tool rights to Student Information>Counseling (RWAD)
= “Counselor” checked on Census>People>District Assignment

For teacher, if desired
= Tool rights to Student Information>Counseling
* R (Read) is recommended

Student with
= Schedule

e |f forms are to be used

= Must be created

* FDF tools and experience required
= Uploaded by System Administrator
e Path: System Administration>Counseling>Form Documents
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Anatomy of Campus Counseling Module

Navigation

Index | Search Help

[l General

[& Counseling

] Grad Planner
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Anatomy of Campus Counseling Module

Summary tab

ADAMS, COREYH  “ece
Grade:01 #1418739 DOB:01M1/2004 Gender:M
Summary Team Hembersl Dm:umentsl ContactLog

Mickname
{EY HENEY

Mo Image

ADAMS, COREY H
PATTERSON, AMIE MO
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Anatomy of Campus Counseling Module

LCEIITEI LR <1 A DAMS, COREY H  Yece
Grade:01 #418739 DOB:01M1/2004 Gender:M
5ummarv| Team Members Dm:un'leni'sl ContactLog

[ 7 Find & Link New Team Member |_] Enter New Team Member |_] New Counselor (=5 Print Active Only = Print Al

Start Date End Date Title Name

[ Fetch Clazzroom Teachers
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Anatomy of Campus Counseling Module

Add Counselor first
ADAMS, COREYH  Yece

Grade:01 #1418739 DOB:01M1/2004 Gender:M
Summar'r| Team Members DDI:unienE' ContactLog

E Save P Delete ] Find & Link New Team Member _] Enter New Team Membgk | ] Mew Counselor @& Print Active Only
Start Date End Date Title Name

End Date Counzelor

HE
Choose the counselor
HAMPTON, DONNA

Comments
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Anatomy of Campus Counseling Module

Optional — fetch classroom teachers

ADAMS, COREYH  Yece
Grade:01 #418739 DOB:0M1M1/2004 Gender:M  CounzelerHAMPTON, DONNA
Surnniarvl Team Members DDEIII‘I‘IEII“‘S' ContactLog

| 7 Find & Link New Team Member | ] Enter Mew Team Member | ] Mew Counselor .f'_';l Print Active Onhy .':_'jl Print All

Start Date End Date Title MName

01/09/2009 05142009 FISHER, TINA View-Only

HAMPTON, DONNA counselor
HELTOM, TAKMWMY

PHILPOT, SHAWNA

ROARK, CATHY

SMITH, JACKIE

Adds all teachers from student’s schedule
Start/end dates default to calendar
View-only access

Editable
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Anatomy of Campus Counseling Module

Optional - add team members next

ADAMS, COREYH  Yece
Grade:01 #1418739 DOB:0M1M1/2004 Gender:M CounzelorHAMPTON, DONHA
Documents | ContactlLog

| ] Find & Link New Team Member Enter Mew Team Member | ] Mew Counselor r__—: Print Active Onhy r__—: P
Tommees Bl e Tl -

Start Date | End Date Title MName Role
010092000  05M4/2009 Teacher FISHER, TINA View-Only
04109/ 2009 HAMPTON, DONNA counselor
DE/02/200 0 ik eacher HELTON, TAKMWMY L2

PHILPOT, SHAWNA

ROARK, CATHY X

SMITH, JACKIE Wiew-Onhy

Household
members
Cenzus
Have district Clazsroom Teachers
- w
assignment

“ ” Advizor Staff
Teacher” and

have student in
a section

| Add Team Member

Have district assignment “advisor Click to save

SS1304-1, SS1304-2




Anatomy of Campus Counseling Module

* Optional - add documents
= FDF’s
* Creation tools required (Word and full version of Acrobat)

ADAMS, COREYH  Yece
Grade:01 #1418739 DOBO1M1/2004 GenderM CounselorHAMPTOHN, DONNA
Summary | Team Members | Documents | ContactLog

“j0pen B Copy ¥ Delete = Print B2 Archive =“jShow Arclive

$51304-1, $51304-2 m el 4




Anatomy of Campus Counseling Module

Contact Log tab
SR ADAMS, COREYH  ¥ece

Grade01 #1418739 DOB01M1/2004 GenderM CounselorHAMPTON, DONNA
Sun'lniar‘rl Team Hernbersl DDEIII‘I‘IEII“‘SI ContactlLog |

[ 7 New &5 print

Date Staff Name
01/09/2009 System Administrator

o

Chatted in the hall. Told Corey to Keg)
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Anatomy of Campus Counseling Module

Creating Contact Log entries
ADAMS, COREYH  Yece

Grade: M #M418739 DOB.MM1/2004 GenderM Counselor HAMPTON, DONNA
Sumnlar'” Tea 15 | DI}I:III‘I‘IEHE' ContactLog |

[ save ¢ Delet
By

01/09/2009 System Administrator 0 ) System Administrator
Chatted in the hall. Told Corey fo kee, : Contacted

Sys Admim

d Corey to keep going with the Nintendo - he'll

Wmin one day.
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Anatomy of Campus Counseling Module

Example Contact Log entry

ADAMS, COREYH  Yece
Grade: 01 #M418739 DOB0MM1/2004 GenderM CounselorHAMPTON, DONNA
Sumnlar'” Team Hember5| Dm:unlenb| ContactLog |

& save 2 Delete | ] New &5

>yetem Administrator
Contacted
In Person | » Sys Admim
Text
Chatted in the hall. Told Corey to keep going with the Nintendo - he'll

make a great Campus Admin one day.
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Anatomy of Campus Counseling Module

Finding students as a Counselor

SS1304-1, SS1304-2

Campus Search

“ou may =earch zchoolwide.

Student Search
Last Name

Firzt Name
Student Number
SEN

Grade

Birth Date
Gender

StatelD

NASIS ID
Perzon ID
Special Ed

status

Setting
Dizability

nt= that vou a

Counzeling

Allard, Shania L #

Counseling tool does not produce a
caseload. Advanced search is the
method to use.

Teachers who are on teams access
student using restricted search and
clicking on Counseling tool




Supporting Teams with Documents

 Forms are required for documents
= System administrator must load them in advance

e System administrator manages access rights of team
e Team members can include

= Teachers
=  Advisory staff

 Document is shared live among all team members

= Updates are always available
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Brainstorming Possible Uses for Campus Counseling

 What do you think?
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Learn More!

Additional training is available from Campus U
= Professional, certified trainers
= Just-in-time offerings
= Online
= |n person
— In your district
— At Infinite Campus

Infinite ¢ .+ .
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